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WHAT DO YOU WANT FROM A JOB? 


Is it an opportunity to do meaningful work? 

An opportunity to utilize your professional skills & training? 
Responsibility for your assigned project? 

Good pay and working conditions? 

Adequate resources to pursue worthwhile projects? 
Educational leave program and in-service training? 


An opportunity to meet and exchange ideas with senior officials from 
business, government, university and industry? 
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IF YOU CAN ANSWER YES TO THESE QUESTIONS, THEN 
EMPLOYMENT WITH THE GOVERNMENT OF ALBERTA WILL 
PROVIDE A PROFESSIONAL CHALLENGE FOR YOU. 


THE DEMAND FOR PROFESSIONAL TALENT 


During the last decade, the demand for new and expanding government services has 
increased faster than any other segment of the provincial economy. The creation of new hos- 
pitals, technical institutions, universities, highways, expanding welfare programs, agricultural 
and industrial development, information systems and data processing has been responsible 
for the increased demand and the challenge for the new professional. 


GRAPH OF STAFF GROWTH 
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WHAT DOES THIS DEMAND MEAN TO YOU? 


Due to the wide diversity and complexity of the Alberta Government programs and the 
large sums of money expended towards them an ever increasing supply of highly trained 
professional and administrative personnel is required to perceive, develop, recommend and 
advise their superiors of the various courses of action that might be taken. 


DEPARTMENTAL ORGANIZATION 


The Alberta Government is organized on a departmental basis. Each department, through 
the terms of reference: of its own act determines the programs to be undertaken and ad- 
ministers them. The overall responsibility for departmental matters and policy is vested in 
the minister for each department. Each minister is appointed to his portfolio by the Premier 
and is responsible to the Executive Council and the Legislature for all departmental matters. 
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Deputy Minister 


The departmental deputy minister is the most senior of our civil servants responsible 
for the day to day administration of the department. A deputy minister has typically held a 
wide variety of senior administrative positions, and had a considerable amount of experience 
before being appointed to his present position. 


Branch Heads or Directors 


Within each department, the branch head or director is responsible to the deputy minis- 
ter for a specialized portion of the entire departmental program. It is in these branches that 
new graduates are employed. 


The branch head is normally a specialist in the branch’s field of endeavour, however a 
considerable amount of administrative and Supervisory ability is a necessary requirement for 
these positions. 


PERSONNEL POLICIES 
The Merit System 


Ability and competition are fundamental to the Province’s civil service merit system. 
Employees are selected and promoted on the basis of merit and fitness, without regard to 
race, religion, national origin or ancestry. 


The merit selection process serves both the applicant and the public. To those seeking 
government positions, it assures equal opportunity on the basis of ability. For the tax pay- 
ing public, it secures the best qualified personnel available. 


Classification 


Each of the Alberta Government's positions is allocated to a class based upon a detailed 
analysis of the kind and level of the work assigned. 


At the present time there are over 750 classes of positions or different kinds of work 
performed in the Alberta Public Service. 


Pay Administration 


To keep salaries current and fully competitive with the prevailing rates in the labour 
market, the Personnel Administration Office conducts periodic wage and salary surveys. In 
addition to local periodic surveys, pay information is constantly exchanged with industry and 
other government jurisdictions throughout the country. 


Based upon the prevailing rates and other considerations, each class in the service is 
allocated to a pay grade consisting of a minimum and maximum salary. 


Merital Salary Increases 


It is the government’s policy that advancement through the pay range be based upon 
an individual’s merit. As a result, a new university graduate’s performance is evaluated twice 
during the first year, and annually thereafter by his supervisor or branch head. If, in the 
opinion of the supervisor, the new employee is progressing satisfactorily for his stage of de- 
velopment, the supervisor may recommend that a salary increase be granted. If his perform- 
ance exceeds the normal standard, more than one increment can be granted. 


Educational Leave Program 


Results of a recent survey of public jurisdictions revealed that the Alberta Government 
has one of the finest educational leave programs in North America. 


The program is open to those employees who possess an undergraduate degree provided 
that: 


Depending upon his length of service, and the degree to which a program of 
educational leave may be of benefit to the employer an employee may receive 
financial assistance up to 75% of his current salary. In special cases where 
the government directs that a program of educational leave be taken, an em- 
ployee can receive full salary plus all fees and other costs. 


In consideration of this assistance, the employee must sign an undertaking to remain 
in the public service for a period not to exceed four times the length of training he received, 
or in default to repay the amount expended by the government for his education. 
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DEPARTMENT OF PUBLIC WORKS 
BRANCH—Architectural. 


Number of Professional Employees—12. 
FUNCTION 


The Architectural Branch of the department is charged with the responsibility for the archi- 
tectural planning and specifications of new government buildings and the modification of 
plans for existing buildings. In addition, the branch supervises the architectural work of pri- 
vate firms who have contracts with the department. Some of the larger buildings designed 
by the branch are listed below. 


Education Building—University of Alberta 

Northern Alberta Institute of Technology—Edmonton 
Nuclear Research Centre—University of Alberta 
University of Alberta Gymnasium—Calgary 
University of Alberta Residence—Edmonton 





CLASS—Architect. 
EDUCATION—University Graduation in Architecture. 
DUTIES 


During the initial stages of employment the new architect is orientated to the various branch 
functions where he learns of the different programs and projects being undertaken. After a 


9 


brief period, the employee is expected to exercise considerable originality and ingenuity in 
completing his work which would consist of the following duties: 


—Preparing working drawings, details, layouts and reports. 

—Sketching designs and perspectives; making alterations in plans and designs. 
—wWriting specifications, memoranda and correspondence. 

—Supervising work of draughtsmen and junior staff members. 

—Inspecting work and gaining information on job sites. 


Projects are usually co-ordinated and reviewed by a supervisor to ensure adequacy from a 
technical and functional standpoint. 





ANTICIPATED PROJECTS 


It is expected that the branch will continue to do the architectural planning and specifications 
for additional buildings required by the University of Alberta—Edmonton and Calgary. Further 


projects should include new Health and Welfare Institutions, Government Liquor Stores and 
Treasury Branches. 
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ASSISTANT DISTRICT 
AGRICULTURIST 





DEPARTMENT OF AGRICULTURE 
BRANCH—Extension. 
Number of Professional Employees—70. 
FUNCTION 


This Division has approximately 50 District Agriculturist offices throughout the province. They 
deal with argriculture in the broadest sense. It includes the scientific and practical aspects of 
agriculture and the involvement of related subjects with people. The efforts of this service are 
directed primarily toward the problems of farm people and rural communities and to the 
solution of their problems on a self help basis. Extension endeavours to bring the necessary 
information, skills and attitudes to people so they can improve their economic and living 
conditions themselves. 


CLASS—Assistant District Agriculturist. 
EDUCATION 


B.Sc. Agriculture (all specialties). Eligibility 
for membership in the Alberta Institute of 
Agrologists. 


DUTIES 


During the first few days of employ the new 
employee is introduced to the Department’s 
administrative structure, personnel policies 
and also the general objectives, methods 
and procedures of the Extension Branch’s 
services. 


Upon completion of this induction, the em- 
ployee is assigned to work under the direct 
supervision of a senior District Agriculturist 
qualified to carry out training. Initially the 
trainee is closely guided and supervised, but 
as his competence is developed, work is in- 
creasingly delegated. All aspects of the pro- 
gram are discussed and explained. He will 
eventually be required to perform, under 


—Organizes, advises and assists rural individuals in the better use of available resources by 
promoting and encouraging more effective and efficient agricultural practices. 


—Counsels farmers on all phases of agricultural production, farm business management and 
on various phases of market development and efficiency. 


—Represents the Department of Agriculture on local bodies such as Agricultural Service 
Board, Municipal Seed Cleaning Plant Board, the District Planning Commission and others. 


—Maintains liaison and co-operates with officials of agricultural institutions, the University 
of Alberta Experimental Farms, municipal representatives and other organizations. 
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—Organizes and conducts farm visits, field tours, achievement days, meetings, short courses, 
study groups, clinics and demonstrations, acts as a judge and instructs in judging at fairs 


and other agricultural shows. 
—Promotes and supervises various policies and assists with or advises on agricultural 
programs of district importance. 


PROMOTION 
After completion of approximately one year, the assistant District Agriculturist is given the 


branch's District Agriculturist examination. This examination is made up of both a written 
and oral part. Senior representatives of the Department sit on the examining panel to evalu- 
ate the candidate’s competence in the different functional areas. 


Upon successful completion of the examination the employee can apply for his own office 
where he will become fully responsible for all extension activities in his district. 


CONTINUOUS EDUCATION 

Due to the increasing complexity of extension activities, continuous in-service training courses 
are given in such areas as program planning & new methods in agricultural research and 
development. In addition, employees are encouraged to register in short credit courses with 
the ultimate objective of obtaining a post-graduate degree in extension work. An Educational 
program can provide generous assistance for an employee taking post-graduate training in 
the area of his work. 


ANTICIPATED BRANCH PROJECTS 

—more comprehensive in-service training programs 

—sociological research into community leadership 

—expanded use of district advisory committees 

—more emphasis on rural development and community planning and participation. 
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FISH AND WILDLIFE 
BIOLOGIST 





DEPARTMENT OF LANDS AND FORESTS 


BRANCH—Fish and Wildlife. 
Number of Professional Employees—14. 
FUNCTION 


Administers the conservation and management of Alberta’s fish and wildlife. 


Conducts research into both the fish and wildlife resources of the province. 


Determines the angling and hunting harvests each year in response to known resource 


conditions and anticipated sport needs. 





HUNTER TRAINING PROGRAM SYLLABUS 
January 1, 1964, 


CLASS—Fish and Wildlife Biologist. 
EDUCATION—B.Sc.-Biology (prefer M.Sc.). 
DUTIES 


During the initial stages of employment the 
field biologist will accompany the present 
district men to become acquainted with the 
various enforcement personnel along with 
other government and industrial officials. He 
will also be required to investigate and re- 
port on specific problems in his proposed 
district. The employee’s progress will be 
evaluated on the basis of written technical re- 
ports and communication from the Director 
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and other senior biologists. After a period of approximately three to six months, the Field 
Biologist will be assigned to his own district in which he will be responsible for specializing 
in either fish or wildlife for any or all of the following: 


—Planning, organizing and conducting biological surveys in order to recommend optimum 
utilization of the fish and wildlife resources. 


—Analyzing field information and the findings of investigations and research studies, and 
recommending open season dates and harvest limits for specific areas. 


—Maintaining effective working relationships with divisional employees; supervising the 
work of summer assistants and field staff as required. 


Head Office Specialist 


Positions in the head office specialist group 
will be required under the direction of the 
Chief Biologist to investigate in considerable 
depth, specialized projects in order to assess 
the adequacy of present fish and wildlife 


policy. 





ANTICIPATED BRANCH PROJECTS 
—Continuous and applied research on the fish and wildlife population in the Province. 


—Research into the life history and behaviour of all commercial and sport fish and wild- 
life species. 


—An intensive area management program in order to document the fish and wildlife re- 
sources in all areas of the Province. 


—Closer co-ordination between fish and wildlife projects and other government projects such 
as water resources, forestry and field crops with a view towards total resource utilization. 


PROMOTIONS 


Promotions are available to those individuals who demonstrate their ability to investigate 
and report the findings of their research in a technically competent manner. 
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FORESTER 





DEPARTMENT OF LANDS AND FORESTS 


DIVISION—Forestry. 
Number of Professional Employees—4O. 
FUNCTION 


Responsible for the effective utilization, control and administration of the Province’s 150,000 
square miles of forested area. Some of the more important programs the Division is ad- 
ministering are: 


—Fire control and prevention. 

—Completion of a detailed forest inventory project for sustained yield. 
—Management and supervision of timber operations. 

—Forest educational programs. 





CLASS—Forester. 
EDUCATION—B.Sc. Forestry. 
DUTIES 


During the initial stages of employment, a new Forester is made familiar with Forest Service 
organization and policies by visiting field operations and offices. He is then assigned to a 
senior Forester where he might head up a summer forestry survey crew or receive training 
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in some other forestry operation. The new Forester would be required under supervision to 
perform the following duties: 


—Studies aerial photographs to assess the capability of land for forest production; select 
suitable sample plots for field surveys, and prepare plans on areas to be cruised. 


—-Cruises forested areas to secure data for stand description, composition, diameter ranges, 
specific regeneration and other factors, collects and summarizes the work of cruising 
parties. 


—cCompiles detailed forest inventories from data gathered in the field and from interpretation 
of aerial photographs. 


—Assists other professional foresters in divisional programmes including land use, silvicul- 
ture, woods operations, scaling and mill studies, management planning, and fire control 
work. 


—Performs public relations duties in the protection and use of resources. 


ANTICIPATED DIVISION PROJECTS 


—Through A.R.D.A. continued research on effective land use and capabilities. 
—Implementation of more comprehensive reforestation studies and programs. 
—Recreational planning for the effective multiple-use management of forest land. 
—Detailed field studies related to the timber quota system of forest management. 


PROMOTION 


Promotions tomore responsible positions are available for those graduates who demonstrate 
their ability to handle the more complex assignments. 
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HOME ECONOMIST 





DEPARTMENT OF AGRICULTURE 
BRANCH—Extension. 
Number of Professional Employees—32. 
FUNCTION—Home Economics Division. 


The main objective of this service is to diffuse among rural people, useful and practical in- 
formation on subjects related to Home Economics and Agriculture, and to encourage a 
change of action through the application of this information. 


It is the aim of this Service to assist homemakers attain a good life and the best possible 
standard of living considering the family resources available. New scientific advancements 
are interpreted and promoted in all areas of home management and family living, including 
nutrition and foods, textiles, merchandising, home equipment, quality and safety of consumer 
products, building and finishing materials. 
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CLASS—Home Economist. 


EDUCATION—B.H.E. with speci- | 
alization in extension work. . 


DUTIES 


After a brief induction and orien- 
tation period, the new Home . 
Economist will be required to per- 
form any or all of the following 
duties: 


PS 


Lectures and demonstrates to women’s groups at meetings, short courses, clinics, field 
days, conventions and conferences. 

—Prepares for lectures and demonstrations by collecting, making or arranging for demon- 
stration equipment and teaching aids; plans programs and arranges for extra speakers, 
assists at short courses and other special occasions. 

—Makes farm home visits to provide individual assistance with specific problems in home- 
making either by giving information and guidance, or teaching an improved technique. 
—Advises staffs of local departments and organizations such as rural health, welfare, and 
school units, service clubs, home and school associations in matters pertaining to nutri- 

tion, home management, purchasing of equipment and supplies. 

—Advises the department of special local problems; keeps necessary records of work per- 
formed; prepares reports and evaluates results. 

Employees are expected to make decisions with regard to instructional procedures and work 

independently in applying technical knowledge of household science. 





PROMOTIONS 


Promotions to the more senior positions are available to those employees who have gained 
considerable knowledge of household science problems and techniques, and the skill in pro- 


viding and presenting information in such a way as to inspire and e 
the information or practice. 4 i iain 
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INSTRUCTOR 
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DEPARTMENT OF EDUCATION 


BRANCH—Institute of Technology (N.A.I.T. and SALT... 
Number of Instructor Positions—650. 
FUNCTION 


The Institutes of Technology, in recognizing the needs of the community have organized their 
educational program with the following broad Objectives in mind: 


To assist those already engaged in trade or occupational employment by pro- 
viding them with instruction in the technical and theoretical aspects of their 
work. 


To provide sufficient basic instruction to those who wish to change to a new 
occupation, or to prepare for such a possible change. 


To assist those who wish to acquire a vocational skill or interest. 


To help those persons make a_ better adjustment to rapidly changing 
technology. 


CLASS—Instructor. 
EDUCATION 


Undergraduate Degree (prefer 4-5 years’ 
industrial experience). 


DUTIES 


A new instructor typically joins the insti- 
tute’s staff around the first of August. 
During that month, he is given an inten- 
Sive training course in the methods and 
practices of instruction. Beginning in the 
first week of September the instructor is 
expected to carry a full teaching load. 


An advisory committee composed of mem- 
bers from business, government and in- 
dustry decide on the broad framework for 
course content. From this framework, the 
instructor is required to prepare his own 
course. 
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Periodically, the Direc- 
tor of Instruction and 
the Instructor’s super- 
visor attend lectures for 
the purpose of assisting 
and counselling on the 
quality and_ presenta- 
tion of his material. 











ANTICIPATED GROWTH 


The number of students enrolled in the Province’s technical institutions has shown a remark- 
able growth rate. Conservative estimates indicate the need for approximately 14 additional 
instructors in 1971. With the acquisition of additional instructors, more administrative and 
supervisory personnel will be required. For those employees who demonstrate their adminis- 
trative ability, ample opportunity for promotion exists. 
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MARKET AND LABOUR 
RESEARCH OFFICER 
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DEPARTMENT OF INDUSTRY AND DEVELOPMENT 
BRANCH—Bureau of Statistics. 
Number of Professional Employees—9. 
FUNCTION 


To compile accurate statistical information for the use of business, government and industry. 
The collection and compilation of statistics is of value not only to the various departments 
of government, but also to the public who find the bureau an important source of informa- 
tion. In addition, the bureau will publish various market and labour research reports when 
the demand for such reports is indicated. 





CLASS 
Market and Labour Research Officer. 


EDUCATION 


B.Comm., | B.A.-Economics, B.A., B.Sc.- 
Engineering, M.A. and M.B.A. 


DUTIES 


For the first six months, the new employee is under the direct supervision of the Market or 
Labour Research Supervisor who explains the different bureau functions and sources of in- 
formation available. Employees are also required to update various statistical studies and 
answer routine requests for information. 


After the initial training period the employee works with a considerable degree of inde- 
pendence performing any or all of the following duties: 


—Establishes and maintains contacts with officials in other departments, the federal 
government and other agencies for the purpose of giving and obtaining subject matter 
interpretation. 
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—Acts as a consultant to government and industrial personnel; conducts special market and 
economic surveys; interprets findings; prepares and submits reports to interested com- 
panies or individuals. 


—Prepares questionnaires and other forms used to collect and report raw data; edits data 
for completeness and accuracy. 


—Classifies, compiles data, prepares tables, graphs and charts. 


—Prepares reports and analyzes trends; draws conclusions and makes generalizations which 
may indicate implications for procedures and policies. 


ANTICIPATED BRANCH PROJECTS 
—Projections of various economic indicators. 


—Manpower Resources studies including— 
Manpower Forecasts, Utilization of Engineers and Technicians, Analysis of the 
Construction Industry, Analysis of Alberta’s trades needs. 


—lIndustry and product studies. Many of these studies are carried out in conjunction with 
representatives of the Alberta Research Council and Industrial Development Personnel 
throughout the Province. 
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PROBATION OFFICER 
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DEPARTMENT OF THE ATTORNEY GENERAL 


BRANCH—Probation. 


Number of Professional .Employees—60. 


FUNCTION 


Administers the Probation Officers’ Act, Juvenile Delinquent, Family Court, Juvenile Court 
and Social Act. 


Provides the necessary information for the courts to assist the courts in sentencing indi- 
viduals on trial. 


Administers the terms and conditions of release of individuals as determined by the courts. 


CLASS—Probation Officers. 
EDUCATION 


B.A.’s (Social Sciences, Psychology), 
M.S.W. 


DUTIES 


During the first six weeks of employment, 
the new Probation Officer is introduced 
through the in-service training program 
to the philosophy of the department’s 
probation services. He is also exposed to 
the various Acts in which he must deal. 
Conferences are held periodically in which 
group discussion on cases are dealt with 
along with probation principles, practices 
and administrative procedures. After the 
initial orientation period, the new em- 
ployee is assigned to a senior probation 
officer in which he is required to perform 
the following duties. 





Be 


—Provides pre-sentence information, including social and family histories on juvenile and 
adult offenders, as instructed by the courts; attends court for the purpose of giving 


guidance and counsel as required. 


—Supervises juveniles and adults placed on probation, and provides counselling and guidance 
in an effort to achieve their rehabilitation. 


—Ensures that the terms of probation are kept and reports on cases of default, and brings 
defaulters before the courts for sentence. 


—Promotes community understanding and acceptance of probation aims and methods through 
lectures and discussions; co-operates with community social agencies. 
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PROGRAMMER 





OFFICE OF THE PROVINCIAL AUDITOR 
BRANCH—Data Processing. 
Number of Professional Employees—20. 
FUNCTION 


The function of the Data Processing Centre is to provide efficient and up-to-date data pro- 
cessing procedures for all government departments. The equipment at the present time con- 
sists of two digital computers, an 1.B.M. 1401 and |.B.M. 7070 together with supporting unit 
record equipment. The main emphasis is development of sophisticated information oriented 
systems. 





Present Data Processing Applications 


—appropriation control and payment of accounts 
—personnel control and payment of wages and salaries 
—cost analysis and distribution 

—motor vehicle and driver registration 

—student and education statistics 

—Alberta Health Plan 

—engineering and scientific applications 

—Home Owners’ Tax Discount 

—forest inventory 


CLASS—Programmer. 
EDUCATION—B.Comm., B.Sc., B.A. (with demonstrable aptitude in systems work). 


41 


DUTIES 


This is a training position in the Systems and Methods Division of the Data Processing 
Centre. 


During the initial stages of employment, a new programmer will be given a two to four-week 
in-service training course learning the basics of computer theory, and the languages he 
will be programming (Cobol, Fortran). The new employee will also obtain a working knowl- 
edge of the operation of the computer. 


After completion of the training course, the new programmer is assigned to work under the 
supervision of one of the senior systems analysts in which he would perform any or all of 
the following duties: 


—Assists in the preparation of programs used to solve engineering, mathematical and statis- 
tical problems as requested by the various departments, boards or agencies. 


Determines the format and contents of magnetic type records and the output information 
required. 


—Determines and designs forms, punch cards and the routines needed to convey the re- 
quested data in the most efficient manner. 


—Supervises employees of the computer, unit record and data control divisions as may be 
necessary when programs are being tested for accuracy and completeness. 


—Studies new innovations in programming techniques and keeps informed of advances in 
computer technology and auxiliary equipment. 


ANTICIPATED BRANCH PROJECTS 


The Data Processing Branch is in the process of planning an expansion of its facilities to 
include a large scale real time, multi-task Computer with direct access storage and tele- 
processing. With the addition of this new equipment, personnel will be required to develop 
large data banks, design software control systems, develop training courses for operating 
personnel, and to develop new systems incorporating the latest developments in optical 
character recognition and microfilm. 


PROMOTION OPPORTUNITIES 


For those employees who are able to demonstrate their ability to handle more complex 
assignments, promotion to a Systems Analyst will normally take one year. 
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PUBLIC LANDS APPRAISER 





DEPARTMENT OF LANDS AND FORESTS 
BRANCH—Lands. 
Number of Professional Employees—30. 
FUNCTION 


—Disposes of public lands by long term leases, issues annual permits and conducts land 
sales. 


—Classifies lands to be leased in order to determine the best use to which they should be 
put in accordance with good agricultural practice. 


—Encourages the operation of community pastures by local farm organizations. 


CLASS—Public Lands Appraiser. 
EDUCATION—B.Sc. Agriculture (Soils, General Range Management). 
DUTIES 


For the first two to three months a new employee is introduced to the various methods and 
practices used by the branch such as soil profiles, soils ratings and appraisal tables. During 
this period of time, the employee works under the guidance of a Senior Land Appraiser. 
After a period of approximately six months, the employee is given more independence and is 
responsible for any or all of the following: 
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—Determines the suitability of soils for agricultural purposes, estimates clearing and breaking 
costs; interprets aerial photographs. 

Advises and encourages good farming practices that includes weed control, tillage, erosion, 
rotation and management. 


—Interviews and investigates disputes concerning homestead, grazing, utilization and mis- 
cellaneous leases and makes recommendations for the settlement of these disputes. 


—Investigates and recommends on matters pertaining to applications for loans to homestead 
lessees and purchasers. 


Interviews and advises persons and associations on matters pertaining to the establishment 
and the operation of community pastures. 

ANTICIPATED BRANCH PROJECTS 

Research into wildlife habitat and land carrying capacity. 

—Through A.R.D.A. buying back tax recovery lands. 

—Fconomic studies on rental charges to be paid for gravel extraction, lease payments. 


—-Research into better range improvement such as carrying capacities, clearing and breaking 
practices. 


PROMOTIONS 


Promotions are available to those individuals who demonstrate their ability to handle the 
more complex and responsible assignments. 





PERSONNEL ADMINISTRATION 
OFFICER 


47 . 





DEPARTMENT OF EXECUTIVE COUNCIL 


BRANCH—Personnel Administration. 
Number of Professional Employees—24. 


OBJECTIVE 


The business of the Personnel Administration Office ts people. All of the programs have one 
purpose — keeping the Alberta Civil Service supplied with competent, efficient staff. The 
Province of Alberta has over 15,000 positions and the Personnel Administration Office ob- 
jective is to make certain that each is filled with the best available person by: 


Recruiting people who have the required training and experience. 
Selecting the best qualified candidates. 


Classifying Positions so that people with similar duties and responsibilities are paid the same 
salary. 


Training employees to help them develop in their work. 


CLASS—Personnel Administration Officer. 
EDUCATION—University Graduate (any Faculty) 
DUTIES 


During the first eight months of employment the new employee is given an intensive in- 
service training course covering all aspects of personnel administration with emphasis on 
job evaluation or classification. The new employee under the supervision of the Training 
Coordinator, is also assigned special projects which are of assistance in determining govern- 
ment personnel policy. After completion of the training course, the employee is assigned to 
each of the functional areas in order to gain experience in all aspects of the Personnel Ad- 
ministration Office. Permanent assignments are typically given after one year and are based 
upon the Division’s needs and the employee’s interest, talents and aptitudes. Upon perma- 
nent assignment, the employee will be required to perform any or all of the following duties: 


—Supervises the production of newspaper advertisements used to attract employees to 
government service. 


—Acts as the Chairman of Selection Panels hiring new employees and certifies new employees 
as being qualified to discharge the duties assigned. 


—Interviews present employees to determine what duties they perform, discusses duties 
with supervisors and senior officials to clarify duties. 


—Drafts or modifies class specifications as necessary. 
—Decides on the allocation of positions to classes. 


—Conducts pay surveys to determine the rates of pay for existing positions and new positions 
added. 


—Assists in the organization and reorganization of department functions. 
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FUTURE PROGRAMS AND PROJECTS 


—Determination of the complete machinery for contract administration between the Civil 
Service Association and the Government. 


—Extension of recruitment, selection and placement functions to all positions in the classified 
service. 


—Modification of the current system of obtaining information on the duties and responsibili- 
ties of a position to a method utilizing more management participation. 


—tThe conversion of all administrative systems to Electronic Data Processing, insofar as 
is feasible. 


—tThe completion of a pilot project on manpower inventory and planning for staff utilization 
and development. 
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DEPARTMENT OF PUBLIC WELFARE 


BRANCH—All Branches. 
Number of Professional Employees—300. 
DEPARTMENT PHILOSOPHY 


“Belief in the worth and dignity of every individual, in his potential for growth and change, 
and his right to find his most satisfying social adjustment for himself and the community.” 


The effective practice of welfare work is based as much on certain kinds of attitudes towards 
people and social problems as it is on a number of skills or techniques connected with a so- 
cial work method, such as case or group work. These attitudes grow out of an understanding 
and acceptance of basic principles with which the new employee should be gradually made 
acquainted. 





CLASS—Social Worker (Male and Female). 
EDUCATION—B.A., B.S.W., M.S.W. 
DUTIES 


During the initial stages of employment the new employee is temporarily assigned to a re- 
gional office. After a brief period he or she is given a comprehensive three week orientation 
course in central office conducted by the Staff Development Branch. The purpose of the orien- 
tation is to help the beginning employee understand his position in relation to the Department 
and to become acquainted with his or her job responsibilities. After completion of the orien- 
tation course, the new employee is re-assigned to a supervisor in one of the 50 odd regional 
offices in which he or she will be required to perform any or all of the following duties: 


ae) 


—Prepares and maintains comprehensive case records, including reports of visits to indi- 
viduals or families; interviews clients to evaluate progress in relation to original plans, 
and to provide a basis for recommendations. 

—Visits and interviews individuals; appraises their material resources to determine eligibility 
for the various forms of public assistance. 

—lInvestigates applications for adoption, assists in selecting a child for an approved family, 
makes follow-up placement visits, and prepares reports during the probationary period; 
makes final recommendations. 

—Provides casework services to unmarried mothers to assist them to make provision for 
their own and their children’s futures; encourages putative fathers to assume the re- 
sponsibilities of parenthood; explains surrender and adoption procedures; completes and 
commissions legal documents for surrender of children. 


—Inspects and reports on children’s institutions and nurseries; interprets needs and be- 
haviour of these children to institutional staffs. 


—Attends sessions of the court dealing with cases of child neglect, delinquency and adoptions. 


CONTINUOUS EDUCATION 


In order to keep abreast of the changing developments in the Welfare field, a program of in- 
service training is run continuously. In addition, employees are encouraged to participate in 
seminars, workshops and short courses. 
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It is expected that in the future, more emphasis will be placed on post-graduate training 
and high potential employees will be given the opportunity to attain a post-graduate degree 
under the government educational leave program. 


PROMOTION 


Ample promotional opportunities to professional supervisory work are available to those em- 
ployees who demonstrate their ability to handle the more complex responsibilities. Under 
normal conditions, promotion to a supervisory level occurs after two years of employment. 


ANTICIPATED DEPARTMENTAL PROGRAMS 

—Acquisition of all municipal child welfare programs in the province. 
—Development of a welfare research program. 

—Expansion of child welfare protection services. 

—Manpower Utilization Program. 

—Expansion of diagnostic treatment centres for emotionally disturbed children. 
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